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Articles 


(A) Indicates Arbitration Case 
(D) Indicates Digest 
(C) Indicates Case 


Appraisal 


How Well Do You Know Your 
Workers’ Skills? (D) 

Take the Guesswork out of 
Performance Rating 

The Coaching Appraisal: 
Tool for Better Delegation .. 

Give Your Subordinates Goals 
to Grow On 

Appraisal Interviewing: Flexi- 
bility Is the Key 

Appraisal Interviewing Without 
Stress or Strain 


Arbitration 


IF You WERE THE ARBITRATOR: 


The Exceptional Employee .... Jan. 


Waiting at the Gate 
Wildcat Strike 

The Vacation Substitute 
The Cancelled Differential .... 
Vacancies and Transfers 
Who Does the Bargaining? 
The Wrong Choice 

Obey Now, Grieve Later 
Tardiness and Ability 

On Again, Off Again 

A Question of Timing 
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Automation 
(See also Technology) 


What Numerical Control Can 
Do (D) 

Why Companies Automate .... 

Automation — Is It Tool or 
Tyrant? 

Computers: New Tool on the 
Production Line 


Boss-Supervisor Relationships 


A Supervisor’s Boss Asks Some 
CIAINERE os co50 sd xorg ic ears Jun. 

The Starry-Eyed Secretary .... Jun. 

The Ingredients of Managerial 
Uo, Ee rn ee eo Aug. 


Cases 


The Eager Beaver (Nov. 1964) 
Discussion . Se 
The Coffee Crisis (Dec. 1964) 
Discussion . se 
Value Received? ............ Jan. 28 
WRONG coos 6.6: he arse Bs ee Mar. 28 
Unfit for Promotion 30 
Discussion . 28 
The Outsider Mar. 26 
EREICIROIOY 5.65. 5:0:6- 0.50 sora ss May 32 
Burden of Proof . 26 
Discussion . BI 
“No Man Is a Hero...” 30 
Discussion Jul. 34 
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The Starry-Eyed Secretary .... 
Discussion 

The Mimeo Mess 
Discussion 

A Matter of Priorities ........ Aug. 
Discussion Oct. 

“Too Smart for His Own Good” Sep. 
ABURRIOR oss '6:6iicic-c:0-< oe os Nov. 3 

BHC VEEV TGCA! oicieccicicic:c cers Oct. 
Discussion 

Special Privileges 

Don’t Tread on Me 


Communication 


(See also Counseling; Motivation; 
Training) 


Materials Handling: The Super- 
visor’s Key Role Jan. 22 
How to Shut Down the Rumor 
Factory (D) . oo 
Six Guides to Better Speeches 
(D) . 43 
Hiring the Right Secretary (D) 
17 Ways to Fight Resistance to 
Change €D) os cccccewsseve 
Business Writing: Give Your 
Reader a Break (D) ....... 
Getting Full Value from Exit 
Enterviews (DD) ...6ccccees ] 
Hard of Listening? .......... 
Why Be Afraid of Interviewing? 
(D) 
How to Speak off the Cuff (D) 
Employment Interviewing: Does 
Your Approach Pay Off? ... 
How to Get Better Employee 
BUGBOSUONS <5 5 scssie en 64 xe: 
How to Get Cooperation With- 
out Coercion (D) 
Employee Grievances: 
Them out in the Open (D) .. 
Employment Interviewing: How 
to Plan Your Strategy 
Art in Management 
Build a Better Vocabulary .... 
Employment Interviewing: How 
to Get the Answers You Need 
A Manager’s Guide to Compu- 
terese (D) 
How to Be Understood (D) ... 
8 Ways to Make Criticism Pay 
y 30 


The ABC’s of Good Technical 

Writing 
Four Myths about Public Speak- 

ing (D) Aug. 53 
Why Listen to Employees? .... Sep. 18 
Must Night Shifts Be a Head- 

ache? (D) Sep. 42 
10 Ways to Sell Your Ideas (D) Sep. 47 
Think While You Listen (D).. Sep. 51 
When You Request New Equip- 

ment... Can You Justify It? 
Give Your Subordinates Goals 

to Grow On Oct. 
When Employees Speak Their 

Minds Oct. 
How to Keep the Mess Out of 

the Message (D) Oct. 
Supervising Technical Specialists 

(D) Oct. 
What to Do When Tempers 

Flare (D) Oct. 
11 Keys to Effective Meetings 

(D) Oct. 
Appraisal Interviewing: Flexi- 

bility is the Key 
Better Business Letters? Here’s 


Aug. 14 


Appraisal Interviewing Without 
Stress or Strain 


Cost Control 


Materials Handling: The Super- 
visor’s Key Role Jan. 
Why Cost Control Programs 
Fizzle Out Jan. 
Make Observation Work for 
You Jan. 
Value Received? (C) Jan. 
Busy Workers—But Busy at 
What? Feb. 
How Much Is Good House- 
keeping Worth? (D) Feb. 
Guidelines to Better Business 
Forms (D) Mar. 
Cutting Costs on Materials and 
Supplies Apr. 
Hoarding: No. 1 Housekeeping 
Enemy (D) Apr. 
Making Sense out of Cost Re- 
ports 
When It Pays to Lease Equip- 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Is the Wrong Filing Equipment 


Costing You Money? (D) .. May 


Why Companies Automate .. 

How to Save Money on_ Office 
Supplies 

Six Filing Faults That Waste 
Money (D) 

The High Cost of Office Hoard- 
ing 

Don’t Fall for False Economy 
(D) 

How to Evaluate a Filing System 

How to Save Big Money on a 
Small Item 

Winning the War Against Waste 

Questions to Improve Operations 
By 

When You Request New Equip- 
ment... Can You Justify It? 

How to Save In-Plant Travel 
Time 

What Price Paperwork? ...... 

How Nondestructive Testing 


.. Jun. 


Aug. 


Sep. 


Oct. 


Nov. 


Cuts Maintenance Costs (D). Nov. ; 


Saving Money with Accurate 
Parts Counts 


Counseling 

Tips on Supervising Women (D) 

Did I Promote the Wrong Man? 

The Man Who Went to Church 
on Company Time ........ 

8 Ways to Make Criticism Pay 
Off 

What to Do 
Flare (D) 

Appraisal Interviewing: 
bility is the Key 

Appraisal Interviewing Without 
Stress or Strain 


When Tempers 


Flexi- 


Creativity 

Make Observation Work for 
You 

Art in Management 

What Price Genius? .......... 

“Too Smart for His Own Good” 
(C) 

10 Ways to Sell Your Ideas (D) 

The Very Idea! (C) 

The Importance of Imagination 

Goal-Setting Makes Your Job 
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Feb. 
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31 
47 
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Decision-Making 
(See also Problem-Solving) 


The Ingredients of Managerial 
Success : 
Questions for Decision Makers 


Delegation 


Completed Staff Work: A Two- 
Way Challenge (D) 

Help Your Secretary Help You 
(D) 

Developing a Managerial Per- 
spective (D) 

The Fine Art of Follow-Up (D) 

The Coaching Appraisal: A 
Tool for Better Delegation. . . 

Delesatett CD) cdc ovccs6 

Give Your Subordinates Goals 
to Grow On 


Discipline 
Freedom for What? ......... 
Unfit for Promotion (C) 
Did I Promote the Wrong Man? 
The Man Who Went to Church 
on Company Time ........ 
Three Steps to Better Discipline 
(D) 
Safety: What’s in 
Supervisor? 
What Price Genius? ......... 
8 Ways to Make Criticism Pay 


Special Privileges (C) ........ 


Dismissal 
The Mimeo Mess (C) 


Economics for Every Day 


Our Big Problem with Small 
CRABS RD os icroe' ois ene cs 

How Good Is Your Financial 
Vocabulary? (D) 


Employee Development 


Why Cost Control Programs 


Feb. 
Feb. 


Apr. 
Jul. 


Sep. 
Sep. 


Oct. 


Jan. 

Feb. 
Mar. 
May 


Jun. 


Jul. 
Jul. 


Aug. 
Novy. 
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How Well Do You Know Your 
Workers’ Skills? (D) 


(A )—Arbitration Case; (D)—Digest; (C)—Case 
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Teaching Safety to a New Em- 
ployee 

Help Your Secretary Help You 
(D) 

How to Spot Your Pivot Men 
(D) 

Did I Promote the Wrong Man? 

Motivating Employees: Look 


Beyond the Paycheck (D) .. ! 


Building Quality into Employee 


Job Habits (D) . 2.266650 . 


How to Get Better Employee 
SUSRESHONS 6. oicie iv cis wiece'se 

How to Get Cooperation With- 
out Coercion (D) ......... 

Take the Guesswork out of Per- 
formance Rating 

Three Steps to Better Discipline 
(D) 

What Price Genius? ......... 

8 Ways to Make Criticism Pay 
Off 

The Coaching Appraisal: 
Tool for Better Delegation .. 

“Too Smart for His Own Good” 
(C) 

Delegate It! €D) . «..0:6.0.0.056: 8.0: 

Give Your Subordinates Goals 
to Grow On 

Appraisal Interviewing: Flexi- 
bility Is the Key .......... 

Appraisal Interviewing without 
Stress or Strain 


Grievances 
(See also Arbitration) 


Employee Grievances: Get 
Them out in the Open (D).. 

What to Do When Tempers 
Flare (D) 


Group Interaction 


Materials Handling: The Super- 
visor’s Key Role 

The Outsider (C) 2.645.060. 

Winning the War Against Waste 

The 50-50 Chance «. oa: 5 6s 00 

Must Night Shifts Be a Head- 


Jan. 


Mar. 


Sep. 
Sep. 


DOM CRON Sax cen cred cies-ee P 


The Worker Who Wouldn't 


42 
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(A)—Arbitration Case; (D)—Digest; (C)—Case 


Health 


What Can Be Done about Plant 
Noise? (D) 

When a Headache Strikes 

Working Safely with New Plas- 
tics Chemicals (D) ........ 

Facts and Fallacies about Office 
Noise (D) 

Job Tensions: Are They Good 
or Bad? (D) 

Avoiding Nature’s Hazards ... 

How to Curb Industrial Smells 


Nov. 5 


Hiring 

Hiring the Right Secretary (D). 

Employment Interviewing: Does 
Your Approach Pay Off? ... 

Employment Interviewing: How 
to Plan Your Strategy 

Employment Interviewing: How 
to Get the Answers You Need 

The Equal Employment Oppor- 
(unite BAW. «5 s.ccniiers nes 

The 50-50 Chance 

How to Use an Employment 
Agency 

What to Say to an Unsuccessful 
Job Applicant (D) 


Housekeeping 


How Much Is Good Housekeep- 
ing Worth? (D) J 

Hoarding: No. 1 Housekeeping 
Enemy (ER) us csacccasaes ; 

Remedies for Ailing Storage 
Systems (D) 

Guides to Good Housekeeping 
(D) 

The High Cost of Office Hoard- 
ing 

How to Save Big Money on a 
Small Item 


Induction 


Teaching Safety to a New Em- 
ployee 
“Too Smart for His Own Good” 
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Feb. 
Apr. 


May 
Jun. 


Jun. 
Jul. 


Jan. 
May 
Jun. 
Jul. 


Sep. 
Sep. 


Nov. 


Feb. 


Interviewing 


Getting Full Value from Exit 
Interviews (D) 

Why Be Afraid of Interviewing? 
(D) 

Employment Interviewing: Does 
Your Approach Pay Off? ... 

Employment Interviewing: How 
to Plan Your Strategy 

Employment Interviewing: How 
to Get the Answers You Need 

8 Ways to Make Criticism Pay 
Off 

Think While You Listen (D)... 

What to Do When Tempers 
Flare (D) 

Appraisal Interviewing: Flexibil- 
ity Is the Key 

What to Say to an Unsuccessful 
yob Applicant (D) 

Appraisal Interviewing Without 
Stress or Strain 


Leadership 


What Makes a Supervisor Pro- 
motable? 

“We Want a Supervisor Who...” 

Tips on Supervising Women (D) 

What Is Teamwork? ......... 

How to Torpedo Teamwork ... 

Developing a Managerial Per- 
spective (D) 

How to Get Cooperation With- 
out Coercion (D) 

A Supervisor’s Boss Asks Some 
Questions 

How Do You Know You're a 
Leader? (D) 

Just What /s Management? .... 

The Ingredients of Managerial 
Success 

Self-Appraisal 
(D) 

Problem Department—or Prob- 


for Supervisors 


Mar. 


Apr. 
May 
Jun. 


Jul. 


Aug. 


Sep. 


Oct. 


4 


is 


lem Supervisor? (D) ....... i 


Give Your Subordinates Goals 
to Grow On 

Supervising Technical Special- 
ists (D) 

11 Keys to Effective Meetings 
(D) 

The Importance of Imagination. 


Oct. 


Nov. 


40 
10 
44 


54 
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Goal-Setting Makes Your Job 
AMG < ocins ses + sano 

The Worker Who Wouldn't 
Work 

The Road Ahead for Manage- 


Maintenance 


How Much Is Good Housekeep- 
ing Worth? (D) 

How Plastics Are Solving Main- 
tenance Problems (D) ..... 

When It Pays to Lease Equip- 
ment 

Remedies for Ailing Storage 
pystenng CD) on ee weesicc ees 

Guides to Good Housekeeping 
(D) 

Improving Safety in Machine 
Maintenance (D) 

Preventive Maintenance for 
Electric Motors (D) ....... 

Preventing Fires with Better 
Maintenance (BD) ........: 

When You Request New Equip- 
ment... Can You Justify It? 

How Nondestructive Testing 
Cuts Maintenance Costs (D) 


Managing Your Job 


Be a Time Miser 

Make Observation Work for 
You 

Materials Handling: The Super- 
visor’s Key Role 

Problem-Solving Doesn’t Have 
to Be a Problem (Part I) ... 

“We Want a Supervisor Who...” 

Must Meetings Waste Time? .. 

How to Spot Your Pivot Men 
(D) 

Did I Promote the Wrong Man? 

Problem Solving Doesn’t Have 
to Be a Problem (Part II)... 

How to Reach Department 
Goals Faster 

9 Checkpoints for Office Super- 
MUTED occ. si ctona hassle eaieoaiens 

Developing a Managerial Per- 
GPOCHVE CD) cools ccc os ees 

Building Quality into Employee 
POWPERAOIS CD) 6's shisis os cree 
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48 SUPERVISORY MANAGEMENT 


Feb. 
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Jul. 
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Oct. 


Nov. 


Jan. 
Jan. 
Jan. 
Feb. 
Feb. 
Feb. 


Feb. 
Mar. 


Mar. 
Apr. 
Apr. 
Apr. 


Apr. 





Making Sense out of Cost Re- 
ports 

How to Get Better Employee 
Suggestions 

How to Get Cooperation With- 
out Coercion (D) 

Getting Rid of Bad Work Habits 
(D) 

Employee Grievances: 


May 
May 
May 


May 


Them out in the Open (D).. / 


A Supervisor’s Boss Asks Some 
Questions 

Three Steps to Better Discipline 
(D) 

Job Tensions: Are They Good 
or Bad? (D) 

The Fine Art of Follow-Up (D) 

Seven Goals for Office-Service 
Managers (D) 

Procrastination Doesn't Pay (D) 

Problem Department—Or Prob- 
lem Supervisor? (D) 

Give Your Subordinates Goals 
to Grow On 

Getting the Jump on Depart- 
ment Changes 

Questions for Decision Makers 
(D) 

The Importance of Imagination 

The Road Ahead for Manage- 


Manpower 

The Exceptional Employee (A) 

How Well Do You Know Your 
Workers’ Skills? (D) 

Let’s Be Realistic About Older 
WORMED 6.xcrcuusicne Reeisiesree 

How to Use an Employment 
Agency 


Meetings 


Must Meetings Waste Time? 
Must Dinner Meetings Be Dull? 
11 Keys to Effective Meetings 


Methods Improvement 


Be a Time Miser 
Make Observation Work for 


Jul. 


Jul. 


Aug. 37 


Sep. 
Oct. 
Oct. 


Oct. 


Nov. 


Jan. 


Ma a 


Feb. 
Apr. 


Jan. 


How Well Do You Know Your 
Workers’ Skills? (D) 

Parallel Procedures: Answer to 
Office Bottlenecks (D) 

Problem Solving Doesn’t Have 
to Be a Problem (Partl).... 

Must Meetings Waste Time? .. 

Busy Workers — But Busy at 
What? 

Writing Better Job Descriptions 
(D) 

How to Find What You File... 

Problem Solving Doesn't Have 
to Be a Problem (Part II).. 

Guidelines to Better Business 
Forms (D) 

How to Reach Department 
Goals Faster 

Must Dinner Meetings Be Dull? 

Why Be Afraid of Interviewing? 
(D) 

What to Look for in Repro 
Paper (D) 

Fast Ways to Find the Facts (D) 

When It Pays to Lease Equip- 
MONE. icc. kc eencenerr 

Remedies for Ailing Storage 
ssysienis: CRD) os cccsacnees 

Getting Rid of Bad Work Habits 
(D) 

Protecting Products in Transit 
(D) 

Is the Wrong Filing Equipment 
Costing You Money? (D) .. 

Take the Guesswork out of Per- 
formance Rating 

Employment Interviewing: How 
to Plan Your Strategy 

Guides to Good Housekeeping 
(D) 

6 Filing Faults That Waste 
Money (D) 

How to Use Grinding Wheels 
Safely (D) 

How to Be Understood (D) ... 

How to Evaluate a Filing Sys- 


The ABC’s of Good Technical 
Writing 


Jan. 
Jan. 


Feb. 
Feb. 


Feb. 


Feb. 
Mar. 


Mar. 
Mar. 


Apr. 
Apr. 


Apr. 


Apr. 
Apr. 


May 


May 3 


May 
May 
May 
Jun. 


Jun. 


What Could Go Wrong? ...... 


The Coaching Appraisal: A 
Tool for Better Delegation. . 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


Sep. 
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Questions to Improve Opera- 
PG OW NOD) 4 wise esis 

10 Ways to Sell Your Ideas (D) 

Fluid Control: New Challenge 
to Electronics (D) ......... 

How to Keep the Mess out of 
the Message (D) 

Do You Waste Your Subordi- 
nates’ Time? (D) 

Supervising Technical Specialists 
(D) 

How Commercial 
Works (D) 

11 Keys to Effective Meetings 
(D) 

Appraisal Interviewing: Flexi- 
alsty TSANG Rey sas cai ceia's 

Goal-Setting Makes Your Job 
Easier 

Better Business Letters? Here’s 
How (D) 

Bringing Peace 
Office (D) 

What’s Good Form for Office 
Forms? (D) 

Check Up on Your Materials 
Handling 

Tips on Getting Better Ideas .. 


Arbitration 


to the Noisy 


3 Keys to Better Office Lighting: 


Morale 


How to Shut Down the Rumor 
Factory (D) 

Unfit for Promotion (C) 

17 Ways to Fight Resistance to 
Change (D) 

“No Man Is A Hero...” (C).. 

How to Get Cooperation With- 
out Coercion (D) ......... 

Employee Grievances: Get 
Them out in the Open (D).. 

The Starry-Eyed Secretary (C). 

Facts and Fallacies About Office 
Noise (D) 

Why Listen to Employees? .... 

Me 50-50 CRARCE oes cose 

“Too Smart for His Own Good” 
(C) 

Problem Department—or Prob- 
lem Supervisor? (D) ....... 

Give Your Subordinates Goals 
to Grow On 


Sep. 
Sep. 


Sep. 
Oct. 
Oct. 
Oct. 
Oct. 


Oct. 


Nov. 


Nov. 


Nov. 


Nov. 


Nov. 


Dec. 


Dec. 


Dec. 


Jan. 
Feb. 


Mar. 


May 
May 


May 
Jun. 


Jun. 
Sep. 
Sep. 
Sep. 


Sep. 


35 
30 


36 


46 
29 


40 
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When Employees Speak Their 


Getting the Jump on Depart- 
ment Changes 

The Very Idea! (C) 

What to Do When Tempers 
Flare (D) 

Off Again, On Again (A) .... 

The Worker Who Wouldn't 
Work 

Special Privileges (C) ........ 


Motivation 


(See also Appraisal; Communica- 


tion; Morale) 

Why Cost Control Programs Fiz- 
zle Out 

Tips on Supervising Women... 
(D) 

What Is Teamwork? ......... 

How to Torpedo Teamwork... 

17 Ways to Fight Resistance to 
Change (D) 

Motivating Employees: ‘ 
Beyond the Paycheck (D)... 

Building Quality into Employee 
JOO TADS! (ID) 6.55 ss bes 

How to Get Better Employee 
Suggestions 

How to Get Cooperation With- 
out Coercion (D) 

Art in Management 

Three Steps to Better Discipline 
(D) 
Safety: What's 
Supervisor? 
Just What /s Management? ... 
What Price Genius? ......... 
8 Ways to Make Criticism Pay 
Off 

Phe S050 Chance: on csiiew ces 

Problem Department—or Prob- 
lem Supervisor? (D) ...... 

Give Your Subordinates Goals 
to Grow On 

When Employees Speak Their 
Minds 

How to Keep the Mess Out of 
the Message (D) 

Supervising Technical Special- 


in It for the 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


50 SUPERVISORY MANAGEMENT 


Oct. 


Oct. 
Oct. 


Oct. 
Novy. 


Nov. 


Jan. 


Feb. 
Mar. 
Mar. 
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5 


Mar. 35 


Mar. 
Apr. 
Vay 


May 
Jun. 


Jun. 
Jul. 
Jul. 
Jul. 


Aug. 
Sep. 


Sep. 


Oct. 





The Worker 


Appraisal Interviewing: Flexibil- 


Nov. 
Who Wouldn't 


Nov. 2 


ity is the Key 


Work 


Appraisal Interviewing Without 


Stress or Strain 


Saving Money with Accurate 


Parts Counts 


Office Management 


(See also Appraisal; Boss-Supervisor 
Relationships; Communication; Cre- 
ativity; Decision-Making; Delega- 
tion; Induction; Interviewing; Job 
Description; Leadership; Morale; 
Motivation; Planning; Training; 


Preventing the One-Car Mystery 


Householders Advised on Secur- 
ity Measures 

When a Headache Strikes 

The Art of Turnpike Driving .. 

What to Do When Lightning 
Strikes 

Avoiding Nature’s Hazards .... 

Don’t Make These Costly 
Home-Buying Mistakes 

Common Sense in Home Safety 

Highway Hypnosis 

A Safety Guide for Do-It-Your- 
selfers 

Teaching Children to Manage 


Writing) 


Parallel Procedures: Answer to 
Office Bottlenecks (D) ..... 

How to Find What You File... 

Guidelines to Better Business 
Forms (D) 

9 Checkpoints for Office Super- 
visors 

Is the Wrong Filing Equipment 
Costing You Money? (D)... 

How to Save Money on Office 
Supplies 

Facts and Fallacies About Office 
Noise (D) 

Six Filing Faults That Waste 
Money (D) 

The High Cost of Office Hoard- 
ing 

Don’t Fall for False Economy 
(D) 

How to Evaluate a Filing System 

What the Newest Typewriters 
Can Do (D) 

The 50-50 Chance .........2% 

What Price Paperwork? ...... 

Bringing Peace to the Noisy 
me ON oo a avovac ec ceeinors 

What’s Good Form for Office 
Forms? (D) 

3 Keys to Better Office Lighting 


Personal Management 


In Case of Fire 


Jan. 


Mar. 


Mar. 


Apr. 
May 
Jun. 
Jun. 
Jun. 
Jul. 


Jul. 


Aug. 


Aug. 


Sep. 


Nov. 


(A)—Arbitration 


Planning 


Be a Time Miser 

Why Cost Control 
Fizzle Out 

How Well Do You Know Your 
Workers’ Skills? (D) 

Six Guides to Better Speeches 
(D) 

Problem-Solving Doesn’t Have 
to Be a Problem (Part I) ... 

Must Meetings Waste Time? .. 

How to Reach Department 
Goals Paster «<< cacucnss p 

When It Pays to Lease Equip- 
DORE. cccnud name tmtoe es 

Take the Guesswork out of Per- 
formance Rating 

Why Companies Automate .... 

How to Save Money on Office 
Supplies 

Employment Interviewing: How 
to Plan Your Strategy 

The Fine Art of Follow-Up (D) 

The Ingredients of Managerial 
SCOR cs 5, 0:0. core w cree ebatens 

Winning the War Against Waste | 

Questions to Improve Operations 
By 

Getting the Jump on Depart- 
ment Changes 

Do You Waste Your Subordi- 
nate’s Time? (D) 

11 Keys to Effective Meetings 


Programs 


34 
Case; (D)—Digest; (C)—Case 
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Plant and Equipment 

Materials Handling: The Super- 
visor’s Key Role 

What Numerical Control Can 


What Radiation Can Do for the 
Production Line (D) 

What Can Be Done about Plant 
Noise? (D) 

Plant Lighting: Balance Is the 


Key Mar. 


How Plastics Are Solving Main- 


tenance Problems (D) Mar. 


What Makes a Lift Truck Safe? 


(D) Mar. 


Cutting Costs on Materials and 

BR TEMIRIEDS 5.55 sc sola das tae raneon a eee Apr. 
Hoarding: No. 1 Housekeeping 

Enemy Apr. 
When it Pays to Lease Equip- 

MITE 6 oo. ws civ aducleee eee May 
Remedies for Ailing Storage 

ON SCEIAS (ID) uals ce sow sie eieis's May 
Is the Wrong Filing Equipment 

Costing You Money? (D)... May 
Working Safely with New Plas- 

tics Chemicals (D) May 
Why Companies Automate .... Jun. 
Guides to Good Housekeeping 

(D) Jun. 
How to Use Grinding Wheels 

Safely (D) Jun. 
Improving Safety in Machine 

Maintenance (D) Jul. 
How to Save Big Money on a 


Small Item Aug. 


What the Newest Typewriters 


Can Do (D) Aug. 


Preventive Maintenance for 


Electric Motors (D) Aug. 


Winning the War Against Waste Sep. 
Questions to Improve Operations 
DOU es sisin aco iNe wicusic oer iors Sep. 
Preventing Fires with Better 
Maintenance (D) Sep. 
Fluid Control: New Challenge 
to Electronics (D) 
When You Request New Equip- 
ment ...Can You Justify It? Oct. 
How to Save In-Plant Travel 


How Nondestructive Testing 
Cuts Maintenance Costs (D) Nov. ; 
Dealing Safely with Flammable 
Liquids (D) 
How to Curb Industrial Smells 
(D) 
Computers: New Tool on the 
Production Line 
Check Up on Your Materials 
Handling 
3 Keys to Better Office Lighting 
(D) y 
Saving Water in the Plant (D).. Dec. 42 


Problem-Solving 

(See also Creativity; Decision-Mak- 

ing) 
Problem-Solving Doesn’t Have 

to Be a Problem (Part 1) .. Feb. 4 
Completed Staff Work: A Two- 

Way Challenge (D) Feb. 36 
Problem-Solving Doesn’t Have 

to Be a Problem (Part II) .. Mar. 23 
The Man Who Went to Church 

on Company Time ........ May 
Why Companies Automate .... Jun. 
What Price Genius? ......... Jul. 
The 50-50 CHANCE « < .o's55'50 a Sep. 
Do You Waste Your Subordi- 

nates’ Time? (D) Oct. 
What to Do When Tempers 

Flare (D) 


Productivity 


(See also Methods Improvement; 
Morale; Motivation) 
Materials Handling: The Super- 
visor’s Key Role 
Busy Workers—But Busy 
What? 
The Cancelled Differential (A) May 
Why Companies Automate ... Jun. 
The Worker Who Wouldn't 


22 


Bringing Peace to the Noisy 
GCE MED) oc ccxeee eases Nov. 


Promotions 

Did I Promote the Wrong Man? Mar. 
Vacancies and Transfers (A).. Jun. 
The 50-50 GRARCE «2.60080 Sep. 
Tardiness and Ability (A) .... Oct. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Public Speaking 


Six Guides to Better Speeches 

(D) 
How to Speak off the Cuff (D) Apr. 
Build a Better Vocabulary .... Jul. 
Four Myths about Public Speak- 

ing (D) 
How to Keep the Mess out of 

the Message (D) 
11 Keys to Effective Meetings 


Quality Control 
(See also Communication; Cost 
Control; Training) 


What Numerical Control Can 


How Much Is Good Housekeep- 

ing Worth? (D) Feb. 
Building Quality into Employee 

Job Habits (D) ........... Apr. 
Protecting Products in Transit 

(D) May 
Take the Guesswork out of Per- 

formance Rating Jun. 
Don’t Fall for False Economy 

(D) 
Winning the War Against Waste Sep. 


Safety 


Make Observation Work for 
You 

In Case of Fire 

Teaching Safety to a New Em- 
ployee 

What Can Be Done about Plant 
Noise? (D) 

What Makes a Lift Truck Safe? 
(D) 

The Art of Turnpike Driving... 

Working Safely with New Plas- 
tics Chemicals (D) ......../ May 

What to Do When Lightning 
Strikes 

Facts and Fallacies about Office 
Noise (D) 

How to Use Grinding Wheels 
Safely (D) 

Safety: What’s in It for the 
Supervisor? 


Avoiding Nature’s Hazards .... 

Improving Safety in Machine 
Maintenance (D) 

Facts on Foot Protection (D) 

Common Sense in Home Safety 

Preventing Fires with Better 
Maintenance (D) 

Highway Hypnosis 

A Safety Guide for Do-It-Your- 
selfers 

Dealing Safely with Flammable 
Pe to) eee ee 

Fewer Accidents off the Job— 
More Men on the Job 


Self-Development 
What Makes a Supervisor Pro- 
motable? Jan. 
Be a Time Miser Jan. 
Make Observation Work for 
You Jan. 
Get More out of Your Reading 
(D) Jan. 
“We Want a Supervisor Who...” Feb. 
Hard of Listening? .......... Apr. 
Developing a Managerial Per- 
snectne- (ED) oak ccc wacdece: Apr. 
Making Sense out of Cost Re- 
May 
“No Man Is a Hero...” (C) .. May 
Getting Rid of Bad Work Habits 
(D) May 
A Supervisor’s Boss Asks Some 
Questions Jun. 
How Do You Know You're a 
Leader? (D) Jun. 
The Ingredients of Managerial 
Success Aug. 
Procrastination Doesn’t Pay (D) Aug. 
Self-Appraisal for Supervisors 
(D) Aug. 
Four Myths about Public Speak- 
ing (D) Aug. 
Why Listen to Employees? .... Sep. 
Think While You Listen (D) .. Sep. 
Do You Waste Your Subordi- 
nates’ Time? (D) Oct. 
The Importance of Imagination Nov. 
Goal-Setting Makes Your Job 
Easier & Nov. 
The Road Ahead for Manage- 
Dec. 
Tips on Getting Better Ideas (D) Dec. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Special Supervisory Problems 


Tips on Supervising Women (D) 
Did I Promote the Wrong Man? 
Must Dinner Meetings Be Dull? 
Let’s Be Realistic about Older 
OG ics cr sa as Seta 
The Man Who Went to Church 
on Company Time ........ 
What Price Genius? ......... 
What Could Go Wrong? ...... 
The 50-50 Chance . 
Must Night Shifts cs a Head- 
ache? (D) 
Supervising Technical Specialists 
(D) 
The Worker Who Wouldn't 
What to Say to an Unsuccessful 
Job Applicant (D) ........ 
Fewer Accidents off the Job— 
More Men on the Job 


Technology 
(See also Automation) 


What Radiation Can Do for the 
Production Line (D) 

Plani Lighting: Balance Is the 
Key 

How Plastics Are Solving Main- 
tenance Problems (D) ..... 

What Can a Computer Do? ... 

Working Safety with New Plas- 
tics Chemicals (D) 

Why Companies Automate ... 

What the Newest Typewriters 
Can Do (D) 

Fluid Control: New Challenge 
to Electronics (D) 

Automation—Is It Tool or Ty- 
rant? 


How Nondestructive ‘ Testing 


Feb. 


Mar. 


Apr. 
May 


May 
Jul. 


Aug. 


Sep. 
Sep. 


Oct. 


Nov. 


Nov. 


Dec. 


Cuts Maintenance Costs (D) N 


Computers: New Tool on the 
Production Line 


Training 
(See also Communication; 
tion; Safety) 


Teaching Safety to a New Em- 
ployee 


Help Your Secretary Help You 
(D) 

9 Checkpoints for Office Super- 
visors 

Building Quality into Employee 
Job Habits (D) 

Let’s Be Realistic about Older 
Workers 

How to Save Money on Office 
Supplies 

Guides to Good Housekeeping 
(D) 

Three Steps to Better Discipline 
(D) 

How to Use Grinding Wheels 
Safely (D) 

The High Cost of Office Hoard- 
ing 

The Fine Art of Follow-Up (D) 

“Too Smart for His Own Good” 
(C) 

Delegate 10D) 5.6505 cesses 

Give Your Subordinates Goals 
to Grow On 

Getting the Jump on Depart- 
ment Changes 

Saving Money 
Parts Counts 


with Accurate 


Women Workers 


Hiring the Right Secretary (D) 

Help Your Secretary Help You 
(D) 

Tips on Supervising Women (D) 

“No Man Is a Hero” (C) ..... 

The Starry-Eyed Secretary (C) 

The Mimeo Mess (C) 


Feb. 
Apr. 
Apr. 
May 
Jun. 
Jun. 
Jun. 
Jun. 


Jul. 
Jul. 


Sep. 
Sep. 


Oct. 
Oct. 


Dec. 


Phe 50-50 Cugnce ... <6 sce 4 


Writing 
(See also Communication) 


Writing Better Job Descriptions 
(D) 
Business Writing: Give 
Reader a Break (D) 
The ABC's of Good Technical 
Writing 

10 Ways to Sell Your Ideas (D) 

How to Keep the Mess out of the 
Message (D) 

Better Business Letters? Here’s 
POW). chs: > a etaren apes Pats 


Your 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Feb. 
Mar. 


Aug. 
Sep. 


Oct. 


Nov. 3 
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—Art in Management 
The Road Ahead for Management 


BassETT, GLENN A. Employment Interviewing: Does Your Approach Pay Off?. May 
Employment Interviewing: How to Plan Your Strategy 
-Employment Interviewing: How to Get the Answers You Need 


BECKWITH, Epwarbp F. Take the Guesswork out of Performance Rating 
BLACKIE, WILLIAM. “We Want a Supervisor Who 
CHRISTIAN, ARTHUR H. Teaching Safety to a New Employee 


Harris, R1cHARD H. When Employees Speak Their Minds 

JOHNSTON, FRANK M. A Supervisor’s Boss Asks Some Questions 

JONES, CHARLES F. The Importance of Imagination 

KELLOGG, MaRION S. The Coaching Appraisal: A Tool for Better Delegation. . 


QUEENER, J. SHARP. Fewer Accidents off the Job—More Men on the Job 
Rauscu, Erwin. When You Request New Equipment—Can You Justify It?... 
Rep, Peter C. Be a Time Miser 

SCHLEUSENER, ERNEST. Cutting Costs on Materials and Supplies 
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SCHODERBEK, PETER P. Why Cost-Control Programs Fizzle Out 
Give Your Subordinates Goals to Grow On 
STONE, Morris. If You Were the Arbitrator: 
———The Exceptional Employee 
——Waiting at the Gate 
—Wildcat Strike 
———The Vacation Substitute 
—The Cancelled Differential 
-Vacancies and Transfers 


—The Wrong Choice 
——Obey Now, Grieve Later 
—Tardiness and Ability 
——On Again, Off Again 
-A Question of Timing 
ToTTEN, F. Maxine. How to Find What You File 


VALENTINE, RAYMOND F. Problem-Solving Doesn’t Have to Be a Problem. 
Part I 
—Problem-Solving Doesn’t Have to Be a Problem. Part II 
Appraisal Interviewing: Flexibility is the Key 
____ Appraisal Interviewing Without Stress or Strain 
VANBURGH, H. D. Materials Handling: The Supervisor’s Key Role 
When Tt Pays to Lense Bagnall . 5.0 6 s66 oo sick eh ek eee ota eee May 
Waap, A. Timotuy. Make Observation Work for You 
WELLs, LinpaA. The High Cost of Office Hoarding 
WHITWORTH, EUGENE E. 8 Ways to Make Criticism Pay Off 


Keeping Up with Time 


ARE YOUR DAYS too short? Maybe it’s not more hours you need, but 
better use of each one to reduce the pressure in your job. Here are a 
few ways to do it that you may be able to use: 
e Put more detail work in the hands of subordinates; they can usually 
do some of it as well as you can. 
e Eliminate some of the time spent in visiting, and cut other periods 
in half. 
e Set that tough problem aside for a while instead of fretting over it 
now. 
e Cut down on your appointments; let others on the staff handle 
some of them. 
e Organize tomorrow’s work during the last half-hour today, and 
leave openings for the unexpected. 

—The Spectator (Vol. 173, No. 2) 
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